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Module 8:
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Module 8

THE SPOUSE EMPLOYMENT ASSISTANCE
PROGRAM

SPOUSE CAREER/LIFE COURSE —
MODULE 8

TRAINING OUTCOME

This module provides information about interviewing effectively, writing thank-you
letters, following up on interviews, negotiating the terms of a job offer, and writing
ajob acceptance letter. Participants will practice interviewing in arole-playing
exercise.

ESTIMATED TIME

3 hours 30 minutes

AGENDA
Introduction

Personal Presentation
Interviewing

Ex: Answering Common Interview Questions
Ex: Interviewing Role-play
Thank-you L etters
Interview Follow-ups
Evauaing Job Offers
Negotiating

Job Acceptance Letter
Summary

Learning Review
Evdudion

PARTICIPANT MATERIALS
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Module 8

Participant Guide

TRAINING AIDS
Overheads 1 through 25

Pre-prepared chart (See Preparation Notes to the Instructor)

EQUIPMENT AND SUPPLIES
Overhead projector

Easdl, Chart paper, Tape, and Markers

PREPARATION NOTESTO THE INSTRUCTOR

1. Set up room by arranging the furniture in an appropriate manner.

2. Hang the chart of a Career Plan in the room. Prepare to discuss the Career Plan and
the link to this module.

3. Prepare achart liging the agenda.

4. Theinterview modd will be shown at the end of the interview segment. Y ou do not
need to cover the information since you did in the earlier part of the Interview Sections.
The mode is meant to provide avisud summary of the entire discusson.

5. Schedule your breaks appropriate to your module length.
6. Display Overhead 1 prior to the start of class.
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Module 8

MODULE 8. THE INTERVIEW PROCESS

]- WELCOME AND TRAINER INTRODUCTION (10 MINUTES)
= Welcome participants to the training:

1 + Introduce yourself and welcome participants to their loca Family Service
Center and to the Spouse Career/Life Course.

Set up boundaries for confidentidity sake.
Provide abrief summary of your background and experience.

If applicable, introduce other persons (non-participants) or guest speakers and
describe their role.

State that some modules will be presented by guest speskers on specific
specialist areas.

Notify the participants that the role of the ingtructor(s) is to take participants
through the course and provide them with support whenever they need it. If
participants wish, they can gpproach you individualy during bresks, after class
hours by appointment, etc.

Review logistics (e.g., bresks, bathrooms, and drink machines); Review
Module agenda.

Tailor the module for your audience.

Page 138 - Participant Guide

= |ntroduce that after potentia employers review resumes, they decide which
gpplicants they want to interview. This module will provide guidance on
how to prepare for the interview, conduct yoursdf during the interview,
and follow-up after the interview.

-
v
/-“-\ - Briefly gtate content of module; review Agenda

State Objectives:

At the end of thismodule, you'll be able to:

\% - Make an effective persond presentation. Thiswill involve reviewing dressng
) for success, verba and non-verbd skills

Interview effectively
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Write a thank-you letter
Follow up on interviews
Negotiate the terms of ajob offer

Write a job acceptance letter

Career Plan link to module:

Page 139 - Participant Guide
Instructor Aid 1

Perhaps the most important piece of your public reations isthe presentation
portion. How you look, how well you present yourself and what you have to
say can be the deciding factor for the employer, making your Career Plan a
successful venture.

Itisvery important to know your product (you) and present it well (the
interview). Thismodule isdso part of your financid plan, asyou look at
sdary and benfits negotiation.

PERSONAL PRESENTATION (15MINUTES)

Introduce the topic of Dressing for Success:
Firg impressions are not only based on what you say, but dso to alarge extent
on your appearance.
There are different dress codes for different industries (e.g., in many office jobs
men are required wear suits, while in construction jobs men wear jeans and
casud shirts).
Often there are d o differences in dress codes within the same industry (e.g.,

teachers a some schools have to dress more formaly than teachers at other
schools).

Know the dress code for where you are going and dress appropriately.

Note, if an organization has aformal dress code for most of the week, and you
are meeting with someone on casud day, you should Hill dress formdly to
create the best first impression.

Review some of the standard dress guiddines for men and women.

Pages 140 and 141 - Participant Guide

c Women aiming to market themselves for professond postions
\é (i.e., management, counselor, teacher, etc.), should wear:
3

Skirt suit or separates (e.g., blazer and skirt)
White or light colored blouse
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Coordinating or nude hose
Hem length at, or below, the knee
Simple shoe with moderate hedl

Minimd jewdry
No perfume/discrete makeup

Women aiming to market themselves for other positions
(i.e, clerical, waitress, congtruction, etc.), should wear:

Pant-suit, separates, dress

Conservetive, professond colors and patterns
Coordinating hose or stockings

Low hed or flat shoe

Minimd jewdry

No perfume/discrete makeup

Men aming to market themsdves for professond postions
(i.e., management, counselor, teacher, etc.), should wear:

Dak angle-breasted suit (e.g., navy or gray)
White shirt

Coordinating tie

Black leather shoes

Men aming to market themselves for other pogtions
(i.e, clerical, waitress, construction, etc.), should wear:

Dark pants

White or light colored shirts
Tie

Sportscoat

Black leather shoes

Instructor Note: Ask participants if they have any questions.

Answer any questions raised by participants.

INTERVIEW PREPARATION (5MINUTES)
Discuss interview preparation:

Page 142 - Participant Guide - Fill in the Blank

Module 8
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Module 8

]- - Preparation isacritica agpect of interviewing effectively.
\% - Some guiddinesfor interview preparation include the following:

7 .

Do research to gain knowledge about the organization

Practice answers to possible questions

Prepare questions that you will ask

Know the interviewer’s name

Know the location of the interview, travel time, and where to park
Get agood night’s deep before the interview

Dress appropriately (as we discussed earlier)

In aneat folder include resume, references, pen, and work samples (if
necessay). Master gpplication, unofficia college transcripts and socia
security card

Arrive 10 minutes ahead of schedule
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INTERVIEWING (15MINUTES)
Page 143 - Participant Guide - Fill in the Blank

= State and define the two purposes for interviewing, screening applicants and
8 selecting gpplicants.

Screening interview characteristics:

Determine whether an applicant has the basic knowledge and skills necessary
to do the job

Narrow the pool of job gpplicants
Usudly last no more than 30 minutes
Are often conducted by a human resource administrator

Can be conducted either by phone or in person

Sdlection interview char acteristics:
Are used to make hiring decisions
Can last one hour or more

Involve in-depth discussions of how an applicant’ s background fits with the
job opening

Require the gpplicant to answer avariety of questions

Allow for the gpplicant to ask questions

I ntroduce the three types of interviews.

1. Individual Interview
An applicant isinterviewed by one person.

©W—|

In some cases, an applicant isindividudly interviewed by different persons on
the same day.
2. Board or Pand Interview
An gpplicant is interviewed by two or more persons a once.
All gpplicants are usudly asked the same questions.
3. Stressinterview
Determines how an applicant reacts under pressure.
Asked stressful questions or held in stressful environment.
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Module 8

Given mainly for jobs that require responding in stressful Stuations.

Discuss theinterview stages.

Page 144 - Participant Guide - Fill in the Blank

Introduce how understanding each stage can increase interview effectiveness.

1. Introductory

The interviewer forms an initid impression that can contribute to an gpplicant
being accepted or rejected for ajob.

The decision to hireis not usualy made e this stage, but it begins here.
2. Employer Questions

The interviewer tries to determine whether there is a good match between the
gpplicant’s knowledge and skills, and the job requirements.

The interviewer tries to determine how well an gpplicant’ s attitudes and vaues
fit with the organization’simage and work culture.

3. Applicant Questions

The interviewer tries to determine the applicant’s leve of interest in thejob and
the organization.

The applicant has the opportunity to find out additiona information about the
job and the organization.

4. Closing
The gpplicant restates his’her strong interest in the position.
The gpplicant finds out when the hiring decision will be made.

Instructor Note: Ask participants if there are any questions.
Answer any questions raised.

Discuss verbd and nonverbd ills;

Page 145 - Participant Guide

Body language, how you are dressed, and how you speak, in addition to what you
say, are evaduated and can give the interviewer information about your skills,
attitudes, and values.

Review some effective verba and nonverba skills;

Greet the interviewer with a firm handshake and asmile. Shake hands with
men and women the same way.

Make eye contact. Eye contact shows your interest and sincerity.
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Sit up straight and lean dightly forward. Good posture makes you look
interested.

Use naturd gestures. Gestures help you relax and convey enthusasm. Avoid

nervous gestures (e.g., playing with your pen, drumming your fingers, tapping
your foot).

Think before you speak. It isokay to pause for amoment before answering a
question.

Itisaso OK to ask the interviewer to clarify the question.
Speak clearly and not too fast.

Show enthusiasm in your voice. Do not spesk in
amonotone.

Use proper grammar.
Listen carefully. Reinforce the interviewer’ s comments with nods.
Thank the interviewer for their time.

AsK for their business card.

EXERCISE 1. ANSWERING COMMON INTERVIEW
QUESTIONS (30MINUTES)

I ntroduce exercise

There are many common questions that interviewersask. Y ou will improve your
interview effectivenessif you practice answering these questions.

This exercise will give you a chance to think about what you would say when
answering these questions in an interview.

Conduct exercise:

Page 146 - Participant Guide
T Instructor Aid 2

; 1. Individudly think about a position for which you would like to interview.

12 2. On the worksheet write down what your answers might be to each question.

3. Well discuss your approach as alarge group.

4. Allow 15 minutes for participants to write responses.

Facilitate discusson:
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Ask: “Wasit difficult for you to answer these questions? Why or why not?’

Emphasize that as questions are answered, gpplicants must dways relate their
responses to how it relates to the job for which they are interviewing.

\T INTERVIEW QUESTIONS (20 MINUTES)
\% Page 147 - Participant Guide

13 - Tdl meabout your saif.

Provide information about yourself that relates to why you
will be successful in the job. Only discuss your positive characteridtics.

Why areyou leaving your current position?

Do not speak negatively about a current or previous employer. One possible
answer to this question is that you wanted an opportunity to expand your
background/knowledge.

What do you consider your most significant accomplishment?

Thisisacriticd question that can get you thejob. Describe, in detail, an
accomplishment that was truly worth achieving.  Discuss the obstaclesyou
had to overcome, and use data to illustrate your points.

Why do you believe you are qualified for the position?
Discuss three skills you have that will make you successful in the job.
What do you consider your most significant strengths?

Discuss three strengths, and provide an example of each. Choose your
strengths that are most compatible with the job.

What do you consider your most significant weakness?
Mention a weakness you have had in the past, and then discuss steps you have

taken to improve it. Thistype of answer indicates that you vaue bettering
yoursdf.

Please note that there will be culturd differences depending on where you are
gationed. Check with your SEAP Manager to determine what is common in
your location.

Pages 148 and 149 - Participant Guide
Instructor Aid 3

Instructor Note: Highlight two or three additional questions. Ask
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if there are any questions and answer those
raised by participants.

‘|' Discuss non job-rdated and illegd questions:

\% Page 150 - Participant Guide

On some occasions, interviewers may ask non job-related or illegd questions.
Some of these questions may include;

What is your date of birth?
Wheat is your marital status?
What does your spouse do?

14

Do you have any children?
How isyour hedth?
Have you ever received workers compensation?

Have you ever been convicted of acrime?

State that some interviewers might ask these questionsto determine if thereisa
risk in hiring you (e.g., too young or old for job, or you will not devote enough time
if you are married with children)

Discuss waysto handle these types of questions:

One way to handle these questionsis to refuse to answer them. This could
jeopardize your chances of being offered the job.

Another way to handle these questions would be to answer, “If you can tell me
how thet relates to the postion, | would be happy to answer the question.”

Decide ahead of time how to handle these questions based on how much you
want the job.

Instructor Note: Ask if anyone has any experience with these
types of questions and, if so, how did they
handle it. Obtain replies and facilitate discussion.

Discuss that it isimportant to ask questions at an interview:

Encourage spouses to refer back to what’s important to them (The Match from
Module 2).

Review purposes of asking questions:
Page 151 - Participant Guide - Fill in the Blank
Enables the interviewer to learn about your thinking skills
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Indicates that you have astrong leve of interest in the pogition and the
organization

T - Enables you to determine whether there is a match between your needs and

\% gods, and the job

Enables you to determine whether there is a match between your vaues and
15 attitudes and the organization’s culture.

Review basic questions you could ask a an interview include:

Page 152 - Participant Guide
What are the specific reponshilities of the job?
Where does the job fit into the organization?
To whom would | report?
How would you describe the work environment?
T - Do your employees work individudly or as ateam?
\% - How would | betrained or introduced to the job?
16 - What career opportunities exist in the company?
What are the department’ s gods for the year?

State impression when interviewee asks good questions:
Shows that you have done research on the organization
Provides you information that you redly want to know.

Provide example

“In your annud report, the company president discussed a new marketing divison.
What are the gods of that divison, and how would it relate to the divison where |

amgoplying?”

Highlight that some questions are not appropriate for an interview.

Sdary and benefits are important issues, but you should not ask about themin
theinterview. Let the interviewer be the oneto bring up sdary and benefits.

If the interviewer asks you for your sdary requirements, provide afigure that
you know isyour current market vaue. Y our current market vaue isthe
sdary of persons with comparable education and experience, working in
smilar jobsin your geographica region.

EXERCISE 2 INTERVIEWING ROLE-PLAY (55MINUTES)
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I ntroduce exercise:

Participants need to select a position for which to interview. Have them refer
to The Match from Module 2.

Inform them thet each of them will play the role of an applicant being
interviewed, the interviewer conducting the interview, and an observer, in three

separate role-plays.

Conduct exercise:

Page 153 and 154 - Participant Guide
Instructor Aids 4 and 5

1.
2.

7.

Break the group into triads.

Observerswill verbaly critique the effectiveness of the gpplicants after the
three role-plays are completed.

. Theinterviewer will ask the questions to the gpplicant.

The applicant should spend no more than two minutes answering eech
question, and will not ask any questions.

Allow 10 minutes for each role-play (30 minutes total).

Allow 5 minutes for each observer’s critique of the gpplicant’ sinterviewing
effectiveness. Be sure they give positive feedback, as well.

Inform triads when it is time to rotate pogitions (15 minutes totdl).

Facilitate discusson:

Ask: “What were the mogt difficult aspects of theinterview?” “What did they do
right?’

Instructor Note: Record participant responses on chart paper.

Answer any questions raised by participants.
Allow 10 minutes for the discussion.

Possible Answers:;

Limiting my answers to two minutes
Maintaining eye contact
Answering the question about my weakness

Deciding whether/how to answer the non-related question
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THANK-YOU LETTERS (10 MINUTES)

Discuss that thank you letters are sent after every interview. Business cards come
in handy here.
State the purposes of thank you |etter:

Redtate your interest in the position

Thank the interviewer for their time

Add anything that you did not mention in the interview

Pages 155 and 156 - Participant Guide
Instructor Aid 6

Review guiddines
The thank-you letter should be:
No more than ¥z page
Printed on white, 8 /2" x 11" bond paper
Printed with an easy-to-read font (e.g., Times Roman, 10- to 12- point)
Mailed one day after the interview

Instructor Note: Ask participants if are any questions. Answer
guestions raised.

Discuss interview follow-ups:

State that you can cdl the interviewer within aweek if you have not heard from
them. Business card hasinformation on it.

Review the purposes of the follow-up:
To find out the Satus of the hiring decison
To receive feedback. If you follow up and the interviewer informs you that
you did not get the job, do not take it persondly. Ask for feedback asto why

you did not get the job. The feedback provided will be valuable for future
interviews.
When following up, use the effective telephone skills that we discussed in
Marketing Y oursdlf, Module 6.

Summarize by showing the interview model

Thismodd illustrates the components of the entire interview process that we
discussed.
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Pages 157 and 158 - Participant Guide
Instructor Aid 7

Ask participants if there are any questions. Answer any questions raised.

EVALUATING OFFERS (5MINUTES)

Highlight what needs to be consdered when evauating ajob offer. How it
relaes to your Match:

Interests

Work preferences and values
Sdary requirements

Benefits preferred

Job security needs

L ocation requirements

Y ou should dso tak to your family and close friends about the options you are
consdering. You will often get anew perspective on your decison by discussing it
with someone else.

NEGOTIATING (15MINUTES)
Describe the purpose of negotiating:

A job offer may generdly be gppeding but has a few e ements that you do not
like. Ingead of refusing the offer, you may want to negotiate with the hiring
manager.

‘|' Before asking to negotiate, be sure it is an issue so Sgnificant that you would not

\; . take the job unless a change was made.

The manager may choose to negotiate or not because he/she may have other
21 gpplicants who would be willing to take the job as offered or because there
are budget limitations.

State two methods for Negotiating and how to handle them.
In-person:
Enables you to ded with the manager’ s objections on the spot.

If there isa possbility that ajob offer will be made a the end of your
interview, you should be prepared to negotiate at that point.
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If you can not reach an agreement, and are uncertain about accepting the
bottom:-line offer, ask if you can think about it overnight and cdl the next day
with your decison.

In writing:
Provides opportunity to word your remarks carefully.

It provides the manager with the opportunity to evauate your remarks and
discuss them with others.

If you negatiate in writing, hand deliver your letter within 24-hours of the offer.
‘|' Review negatiation guiddines

\% Page 159 - Participant Guide

99 Be posgitive and polite.
Express your gppreciation for the offer and your interest in the position.
Mention the issues that concern you and suggest compromises.
Try to negotiate sdlary first and then benefits.
Know your current market vaue.
Bewilling to accept the low end if you give asdary range.
Discuss some characteristics of negotiating benefits

The benefits an organization offers usualy comprise 25% to 45% of the
compensation package. These benefits represent monetary and qudity of life
iSsues.

Some companies can offer excellent benefits (e.g., profit sharing, tuition
reimbursement, flexible work hours) versus more money.

Know the types of benefits that an organization offers before you begin
negotiating, as well as your own bottom-line

I ntroduce and describe the benefits modd!:
]' Page 160 - Participant Guide

\%, - Bendfits are fundamental and some are less basic.
= - Theinner circle are the most basic benefits and are offered by alarge
23 percentage of organizations.

The middle circle are less fundamentd than those in the inner cirdle and are
offered by asmaller percentage of organizations.

The outer circle are the least fundamenta benefits and are offered by the
smallest percentage of organizations.
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Instructor Note: Ask participants if there are any questions.
Answer questions raised by participants.

r JOB ACCEPTANCE LETTER (10MINUTES)

State that you should have the terms of the offer in writing from offering
organization or write it yoursdlf. Thiscan legdly protect you from the organization

withdrawing the offer.

—

24
Y our job acceptance letter should:

Be addressed to the person who made the offer
Verify your title and responsbilities

Verify your sdlary and benefits

Verify your sarting date

Page 161 and 162 - Participant Guide
Instructor Aid 8
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r SUMMARY (5MINUTES)

= In this module you:
25 . Learned effective verba and nonverbd
communication

Discussed ingghtful questionsto ask during an interview

Reviewed writing a thank - letter

Discussed why to make afollow-up cal

Reviewed why to negotiate only if the initid terms are unacceptable
Reviewed ajob acceptance |etter

Instructor Note: Refer to Career Plan during your summary.

Asfor Career Flan, you have further defined yoursdlf in terms on of vison,
mission, vaues, Kills, preferences, and interests.

LEARNING REVIEW (10MmINUTES)

Instructor Note: Ask each participant what his or her two key
learning points were from this module.
Acknowledge participantsi responses.

Ask participants to complete the evauation in the Participant Guide.
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Career Plan

VALUES
(GUIDING PRINCIPLES)

PR PIECES

MARKETING
PLAN

LIFE
PREFERENCES

Perhaps the most important piece of your public relations is the presentation portion. How you
look, how well you present yoursalf and what you have to say can be the deciding factor for the
employer, in making a Career Plan a successful venture. It is very important to know your product
(you) and present it well (the interview). Thismoduleis aso part of your financid plan, as you look
a sdary and benefits negotiation.
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Common I nterview Questions Worksheet

Directions:

Think about a pogtion for which you'd like to interview. Write down what your responses might be
to the following questions.

1. Tdl meabout yoursdf.

2. Why are you leaving your current position?

3. Wha do you congder your most significant accomplishment?

4. Why do you believe you are qudified for the podtion?

5. What do you consder your most significant strengths?

6. What do you consider your most significant weakness?
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The lnterview

Questions from the Prospective Employer

Please Note: When constructing your response consider your transferable skills as they
apply to the position for which you are being interviewed.

1. What isatypicd day like? What kinds of activities take up the most time on you job?
2. Why should I hireyou?

3 Tdl me something about yoursdlf (Answer only as it supports your candidacy for the job
vacancy)? Y our hobbies and interests?

4. What isyour boss stitle and what are your boss s functions?

5. Inyour current position, what do you consider the single most important idea that you
contributed?. ...your single most noteworthy accomplishments?

6. What mgor problem have you encountered and how did you ded with it?
7. What do you think it takes for a person to be successful in a particular job or specidty?

8. What characteristics do you think it takes for a person to be successful in aparticular job or
Specidty?
9. What risks did you take in your last few jobs, and what were the results of those risks?

10. Think about something that you condder afalurein your life, and tel me why you think it
occurred?

11. Canyou tel mealittle bit about how you go about making important decisions?
12. What do you do when you have trouble solving a problem?

13. What did you do in the last job to make yoursdlf more effective?

14. Where do you see yoursdlf three years down the road, five years, ten years?
15. What is the most monotonous job you have ever had?

16. Describe the best boss you ever had?

17. Tel me about the people you hired in the last job? How long did they stay with you, and how
did they work out?

18. What specific strengths did you bring to your last job that made you effective?
19. What specific strengths do you think that you can bring to this position?

20. What do you know about our company?

21. Why did you leave (or are leaving) your last job?
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22. What qudifications do you think thet you have that will make you successful in thisjob?
23. What would you like to be earning two years from now?

24. What kind of references do you think your previous employers would give you?

25. Why did you decide (not decide) to go to college?

26. Tl mealittle bit about how well you did in school?

27. What were your best and worst subjects?

28. What sort of jobs did you have while you were a school ?

29. Tdl mealittle bit about your extra-curricular activities?

30. What did you do the day before yesterday -- in detail?

31. What are the most difficult aspects of your current job, and how do you approach them?
32. Wha differentiates you from other gpplicants?

33. Areyou willing to trave?....... to relocate?

34. Wha criteria are you using to evauate the job?

35. How would you describe the idedl job for you?

36. How do you work under pressure?

37. Inwhat kind of environment are you most comfortable?

38. If you were hiring someone for this position, what qudifications would you look for?
39. How do you determine or evauate success?

40. Could you tel mewhy you are interested in this job?

41. How has your experience prepared you for this pogtion?

42. What motivates you to put forth your best effort?

43. How do you think afriend that knows you well would describe you?

44. How do you describe yourself?

45. What do you consider your greatest strengths and weaknesses?

46. What is more important to you, money or the type of job?

47. What are the most important rewards that you expect in your career?

48. What do you redly want to do in life?

49. What persond gods have you established for yoursdf? Professondly?

50. How are you preparing yoursdlf to achieve them?
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| nterviewing Role-play Worksheet

Directions:

Sdect apostion for which you will interview based on your gods. Then answer each question.

1. What do you consider your most significant accomplishment?

2. Why do you believe you are qudified for the position?

3. What do you consder your most significant sirength?

4. What do you congder your most significant weskness?

5. Wha isyour date of birth?
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Please check (v") the box for the behaviors demonstrated by the interviewee.

| nterview Roleplay

Obsearver Checklist

Did theinterviewee;

1.

2.

Make eye contact with the interviewer(s)

Spesk clearly

Answer the questions asked and relate to the job
Demondtrate knowledge of the field or industry

AsK questions of the interviewer

Thank the interviewer and expressinterest in the job
AsK for abusiness card

“Sdl higher ills

What was the best thing theinterviewee did ?

OO0000000Oz

Module 8
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Sample Thank You Letter

Amy Ellway
11750 Foothills Dr. #113
Ft. Collins, CO 80526

October 15, 20X X

Marc Johnson
Operations Manager
Gentract Corporation
PO Box 964

Casper, WY 82602

Dear Mr. Johnson:

Thank you for the interview this afternoon for the position of Secretary. | appreciated
the time and consideration you gave me.

The Secretary position we discussed definitely sounds interesting to me. | fed that
| could make a valuable contribution to Gentract by organizing the files and leading
the Adminigrative Project.

If you need additiona information, please contact me at (303) 258-3387. | look forward to
hearing from you next Thursday.

Sincerdy,
[Sgn your name]

Amy Ellway
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Sample Thank You Letter

Renee Summer
11223 South Shore Road
Reston, VA 22090

March 30, 20XX

Ms. Mary Smith
Personnel Director
DdRay, Inc.

123 Marina &., Suite 200
LagunaHills, CA 92037

Dear Ms. Smith:

Thank you for the opportunity to interview yesterday. The information you

shared with me about DelRay, Inc. was most interesting. | am excited

about the possibility of goplying my education and experience in the pogition

of Vice Presdent of Marketing. The expansion and Public Awareness Campaign
are especidly intriguing, and | look forward to heping DelRay enter the new market.

If I can provide you with any additiond information, please contact me at
(703) 437-3748. | look forward to hearing from you soon.

Sncerdy,

[ Sgn your name]

Renee Summer
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The Interview Model

Pre-interview
Image: clothes, verbdly and in
writing.
Research the marketplace-
industry, company and sdary
informetion.
Review company literature and
benefits package.
Pre-trip to office.
Portfolio and extra resumes.
Master gpplication
Prepare two-minute
introduction.

Prepare questions to ask and
practice answers, typical
interview questions.

Arrival
Arriveontime.

Observe place, people and
culture.

Be prepared tofill in
employment form.

Build relationship with support
gaff.

Getting to know you

Direct contact with firm handshake.
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Pre-interview Preparations
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Arrival

v

Getting to Know You

v
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Investigate

Focus

v

Selling Your Benefits

v

Closing

v

Follow-up

Observe employer’ s office and interactive patterns.

Adapt to employer’s pace.

Be dert to trangtion to next stage of interview.
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Module 8

| nvestigate and focus

Idedlly a 50-50 exchange.

Use questions you' ve prepared, to regulate flow of conversation - and get information
about company, employer, job and *hot’ issues.

Observe employer as you tak to make sure that you are connecting.

If you are unsure on how to answer a question, ask for more information.

Answver questions with the style of the employer in mind).

Don't talk too much...gauge answers to intent of question.

Carefully time opportunity to move into next stage.

Sl your benefits

Closing

Thisisthe mog difficult part of the interview, because you have to choose your
experiences that match the needs of this company, this job and this person and prove
that you can benefit them.

Be conscious of the time limits set on the interview—if the interview is running overtime,
check with the employer to seeif the interview should end.

A job offer and sdlary negotiations would come at the end of this section—sdary
negotiations may be awhole meeting.

End as strongly as you Started.

If you want the job, tell the employer.

Ask about the hiring process-Get clarity about when you can expect to hear from them.
Ask permission to follow-up with employer on status of hiring process.

Ask for abusiness card.

Thank the employer.

Post-interview (follow-up)

Write a thank-you note.

Evduate the interview. Make notes on questions you forgot to ask; name and title of
your interviewer(s); what you did well and what you need to improve upon; new
information in file that you' ve developed for this company.

Action step—Write down next action step with this company on your calendar or
tickler system.
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Sample Job Acceptance L etter

Amy Ellway
11750 Foothills Dr. #113
Ft. Callins, CO 80526

November 1, 20X X

Mr. Marc Johnson
Operations Manager
Gentract Corporation
PO Box 964

Casper, WY 82602

Dear Mr. Johnson:

Thank you for your offer for the position as Secretary. | accept the position with pleasure
and look forward to making my contribution to Gentract Corporation.

It is my understanding that the conditions of my employment are as follows:

My initid annud sdary will be $17,500.
Bendfitsinclude accident, hedlth, and life insurance, effective upon starting work.

My probationary period is 6 months, with an initid performance and sdary review after
that time.

Sdary reviews are scheduled for every 6 months after completing probation.

Written performance reviews are yearly on the anniversary of employment.

Workday is 8:00 am. to 5:00 p.m.

Vacation and sck leave accrue at arate of one day per month and are cumulative.
Aswe agreed, my starting date will be November 15, 20X X. If there are pre-

employment materids | should read or complete prior to the 15th, please send them to
me. | may be reached at (303) 258-3387 any evening for additiond information.

Sincerdy,
[Sgn your name]

Amy Ellway
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Sample Job Acceptance L etter

Renee Summer

11223 South Shore Road
Reston, VA 22090
(703) 437-3748

April 15, 20XX

Ms. Mary Smith
Personnel Director
DeRay, Inc.

123 Marina &., Suite 200
Laguna Hills, CA 92037

Dear Ms. Smith:

Thank you for your job offer of employment for the VP Marketing position. It ismy
understanding that the position reports directly to you and is responsible for
peaking engagements, new business, company image, publications, and long range
planning.
The employment package includes:
Annua Base Sdary of $60,000.00.
A bonus with a minimum range of 20% and a maximum of 50% of compensation.
Stock options (based on performance).
Club membership a Golf Internationd.
Company funded pension plan.
All relocation cogts including purchase and sdes codts of housing and mortgage ass stance.

A review a 9x months.

| look forward to starting with you June 1, 20X X.

Sincerdly,
[Sgn your name]

Renee Summer

11223 South Shore Road
Reston, VA 22090
(703) 437-3748
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